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How do I Create reeococec] |

a Change Order?

When a it becomes necessary to change a Purchase Order after its been dispatched.

Creating Change Orders I::> 1. Use the following instruction to navigate to purchase panels to create a
Change Order.

. 2. Once a change order has been process, access the “Change Order History
Change Order History I::> panels the user can see what has been changed.
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PeopleSoft Purchasing for Education and Government Change Order functionality enables you to modify
dispatched purchase orders and then re-dispatch your changes to your vendors.

Creating Change Orders

Frfrerrer

BERKELEY LAB

-~

A
1l

To change a Purchase Order online, you'll use the same panels you use when you update a Purchase Order, except
that you will be updating a dispatched Purchase Order, and for this reason, you will be clicking a few different

buttons to tell the system to create a change order. Until you click on these buttons, the change order fields, or the
fields that are on the dispatched Purchase Order, are grayed out and cannot be changed.

Go

Use

L A

= Lines

Purchase Order

Administer Procurement

Manage Purchase Orders

The Update/Display Purchase Order dialog box displays.

Update/Digplay -- Purchase Order

Business Unit:

Purchase Drder:

Ll

—

Purchase Order Date:
PO Status:

Short Yendor Name:
Vendor ID:
Name 1:

Buyer Hame:

Purchase Order Relerence: I

Unit PO

PO Date

Status

Shorthame

Wendor Hame

K
Cancel
Search

[etaf

Use Query

FELlelek

Mew Query
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The business unit of LBNL will default.
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Frfrerrer 11

BERKELEY LAB

Enter the Purchase Order number of the dispatch PO that requires the change order.

Click OK.

Manage Purchase Drders - Use - Purchase Oider
File Edt View Go Favortes Use Process Inguiie Report Help

o elex| 8w e &e om| 25 2lel] #v sl

Lines | schedue | Header| Comments |

‘ Unit: LBNL PO: 6512781

Fetch Lines

vendor: GODZILLA-001 L 0000000025 & From: [ 1+

PO Date: 06/13/2002 Buyer: ICG HOPKIN

4 e

Lin|ltem |ltem Description U0 |PO Gty

Amount

|»

Recycle
Cd

1 PO #6b12761- Testing f [QL|EA 9.00

36883

Us =l

4

Creating Line Changes

Use the Line Details

Line Details -- GODZILLA-001

[Lines |Update/Display 4

=l button to access the Create Line Change button.

PO #E51 2761 - Testing far Lauretta

USD Document Bazse: 3.689.73 UsD

Status:  Active

-

I~ Withholding | +|

¥ Receiving Required

™ Inspect I ﬂ

Amount: 3.689.73

Category: Wﬂ Computer, CPU
Contract: ILBNL ﬂ I

RFQ 1D:

Yendor ltem 1D: I

WVndr Catlg: I

Mig ID: [ 4]

Price Qty: ISchedule ;I

Price Date: IF‘EI ;I

[~ Stockless
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By clicking the Create Line Change button you will return to the Purchase Order Line panel and will be able
to edit line items (i.e. Item Number, Item Description, UOM, and PO Quantity).

Processing Schedule Changes

Access the Schedule panel, click the “Fetch” button to open the schedule lines. Click on the Schedule Details button.

Details for S5chedule 1 - GODZILLA-DO1 B

Cancel |

PO H#ER12761- Testing for Lauretta

Amount: 261155 USD Doc. Base: ZE11.55 USD Status:
¥ Custom Price - No Override Original Promize Date: ||]5i1 372002 Matching:

Freight Trm: IDEST_VENPD ﬂ [C Mo Charge Match Status PO:
Ship Via: IFEDEX ﬂ (Planning)

Price Tol: I 5.00000 = Pct ||l|]5 ExtToImc:I 5.00000 = Pct: Illl]5 Rcy Tol :

Ative

Full Match

Matched

‘ Distribute by: [Qty hd I Speedhart I ﬂhdiuslmenl Amt: / ‘
|

GL Unit| Account (Fund (DeptiD [MARS |B +R Bdgt Pd Proj/Gr | Projects Lucatiorl =)

LBNL 614010 ‘WA NE OPEXP (KJO101010 619701 Projects 93?-03[7(2

Use the Schedule Details panel to access the Create Change Order button.

By clicking the Create Line Change button, you will return to the Purchase Order Schedule panel and will

enable you to change purchase order fields at the schedule and distribution level (i.e. Due Date, Ship To, PO Qty,
Price, and Amount).
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Step 2: Change Order History

You can access and review a history of the change orders for specific Purchase Orders. For each change order,
you can review individual header, line, and schedule changes made to a purchase order since its initial dispatch.
On each of these panels, you can scroll backwards from the most current version of the header, line, or schedule
to the information originally dispatched.

Go

Administer Procurement

=
=
= Manage Purchase Orders
= Inquire

=

Change History

The Update/Display Change Order History dialog box displays.

Update/Display -- Change History

Business Unit: LBML| ﬂ
Purchase Order: I Cancel

Search
Purchase Order Date: I ﬂ

Purchase Order Reference: I

[Wetai

FELBEE

Short Yendor Hame: l—ﬂ Use Queny
Yendor 1D: I—ﬂ MNew Query
Hame 1: I

Buyer Hame: I ﬂ

Unit FO PO Date PO Ref ShaortMame Wendor Mame

1 | i

The business unit of LBNL will default, click on the Search button and select the specific purchase order you
want to view the change order history.

Click OK.
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BERKELEY LAB

Header Changes

From this panel you will be able to view the various changes within the header panel.

Manage Purchase Orders - Inquire - Change History

Hlelex| alEEl sle| =l=] ElE] #el] Fle |42
—

Line Changes

On this panel you will begin to see changes that were made to the purchase order. Using the scroll bar you can
access what changes were made.
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BERKELEY LAB

Ship Changes

On this panel you will see from the example that the Unit Price was changed creating the
Change Order.

EILILTE sle) sl =

Original Unit
Price

The new Unit Price.
This change created
the “Change Order”.
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